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DISPLAY CUSTOMER
Transaction FD03

Transaction FDO3 is used to display
customer master data. The Customer Master
Data Record contains information such as:

« Customer account number

» Customer name

» Customer address

AASIS Support Center
Revised September, 2005 2-2
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Transaction FD03 — Display Customer

V\< Diea@ CHE Do BE @ E
Customer Display: initial Screen

Click on the possible entries
icon to search for a
customer

AASIS Support Center
Revised September, 2005 2-3
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Custarmer Account Murmber (1)

Custamers (general) L Customers (by company code) L Custamers by countryfcompany cade | h [l
Search term
Pastal Cade
City
Narme @ *dill‘v\
Custamer

Use the * with partial text to
view all possible matches.

Maxirmurm no. of hits 500

Press enter or click
the green check.

AASIS Support Center
Revised September, 2005 2-4

The use of the *, also called wild card, allows a search of all possible
master data matches.
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coount Mumber (1) 2 Entries Found
» o Customers (general) L Customers (hy company code) L Customers by country/company code “I anE
|— 3
AR ERERIE
SearchTe..."|PostalCo..|City [Name 1 |customer |
ORIG 71854 TEXARKANA MATTDILLON 600000048 | All possible matches will B
200 72207 LITTLE ROCK ARMAND DILLA 600000152

display. Double click on a
line to view details.

AASIS Support Center
Revised September, 2005 2-5
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Custoiner Display: Initial Screen

@) cooosoeer w3

Press enter or click
the green check.

AASIS Support Center
Revised September, 2005

ARIP — Accounts Receivable Invoice Processing

v|<T|-<--:-><|Lr:|“+\i-1-\1-|mlw::?ta'

If the customer number is
known, the Customer
account number can be
entered without using the
look up.
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omer  Edit Goto E

iment
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q CoO DHE DDLDIRE @M

Display Customer: General Data

General Data

v

Company Code Data

Sales Area Data

|

600000045

Matt Dillon

TEXARKANA

Address k Control data L Payment transactions k Contact persons |

U E Preview ‘ Ll

Name :

e —_— e The General Data tab will display
the customer name, address and

— contact/billing information.

Search term 1/2 ORIG

Street address

Street/House number 75 Holster Street

District MILLER

Postal code/City 71854 TEXARKANA

Country us USA Region AR Arkansas

Time zone CsT Jurisdict. code 0408105801

PO box address

PO Box 469

Postal code 72956-04689

Company postal code

Communication

Language English & Other communicatian... |
Telephone (501} 474-1201 Extension
Wohile Phone L

AASIS Support Center
Revised September, 2005

The General Data section contains the customer’s demographical
information.
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[ - < i s - I 3 ez R =L

Dispiay Customer: General data

| General data | | Company code data | Sales area data |

| I _589889848

Address

lﬁ a Previewl [Eﬂ

N Click to view additional data.

Mame
Title
Mame Watt Diillan

Search terms
Search term 172

Street address

Street'House number 75 Holster Street

[» | FDOz2 8] | sapgas | OWR
S

AASIS Support Center
Revised September, 2005
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Customer Edit Goto  Extras Systerm  Help
afd B e ae O EE SN a6 EE G D
Display Customer: Company code data

&} %2 | General data || Company code data || Sales area data || (| | [ ﬁ YOU may navigate tO the next

iBustomer: 600000048 | Matt Dillon TE na | SCreen by clicking the tab or
Campany code ARK State of Arkansas the neXt/preViOUS page icons
Accountmanagement | Paymentiransactions | Gorespondence | Insurance |

Environment

J[4][]

Recon. account 113006813200 Sort key 02 Ciocurment Mumber
Head office Preference ind.

Authaorization Cash mgmt group

Release group Walue adjustment

Interest calculation
Interest indic. Last key date
Interest cycle o Lastinterest run

KD

Reference data

b | FDo3 o | sapgas | IMS

AASIS Support Center
Revised September, 2005 2-9

The Account management tab has the customer accounting
information.

The Recon (Reconciliation) account is the overall AR account in
which customer transactions will be recorded in the General Ledger.
There are currently 2 Recon accounts in use for AR.

* 1130001000 is used for standard customers
* 1140001000 is used for State Agencies
(inter/intra-agency accounts receivable)
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Customer  E G 2 n Help
(] afaH I C@QIDHE a0o0 BE @m
Display Customer: Company Code Data

& %2 | General Data || Company Cods Data || Sales Area Data || & |B

rment

Customer: 6000000468 | Matt Dillon TEXARKANA,

Company Code ARK State of Arkansas

Account management ~ Payment transactions k Correspandance L Insurance The Payment transactlons
Ber tab will display the Terms of

Terms of payment NT 30 Tolerance grou . .
o Kooes lonte payment established for this

AR pledg. ind. customer.

Time until check paid 6] ¥|Payment history record |

Automatic payment transactions

Payment methods Payment hlock

Alternat.payer House bank

Bfexch.limit o.oo USD  Grouping key

Single payment Prat meth.supl.
hext payee
Locklbox
AASIS Support Center
Revised September, 2005 2-10

The Payment transactions tab includes the Terms of Payment
established for the customer. The terms established in the customer
master will default to all AR transactions but can be overridden at the
individual invoice level.
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Click to choose another customer.

LuUsiormer edit S0l EXIFEAS  ERVIFORMERT  System Help

B GI(@QIQ@%I@@@@I@I@

Dfplay Customer: Company codhnta\
&5 %2 | General data | | Company code data || Sales area data Or CIiCk tO eXit.

iCustomer: GROOOAO4S att Dillon TEXARKAMNA

Company code ARK State of Arkansas

Account ent k Pavment transactions . Correspondence k Insurance
Mﬁ

(2]
Dunn.procedure efe ok Dunning block =
Dunn.recipient Leg.dunn.proc.
Last dunned 44— Dunning level 0]
Dunning clerk Grouping key
Carrespondence
Accty clerk Bank staterment 2
Acct at cust. Coll. invaice variant
Custamer user [] Decentralized processing >N
Act.clk tel.no. ﬁ

[> | FDO2 sapgas | INS

AASIS Support Center
Revised September, 2005 2-11

The Correspondence tab has the customer dunning information. A
customer will not receive dunning notices if a dunning procedure is
not assigned to the customer master record.

This tab will be automatically updated with the current dunning level
and the last date dunned when the dunning program has been
executed.
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INVOICE PROCESSING

 Invoice processing is used to bill a customer
for services rendered and to track the
customer’s account.

* Invoicing, receipting and depositing make up
the entire process used to maintain and
clear a customer account in AASIS.

AASIS Support Center
Revised September, 2005 2-12
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CUSTOMER INVOICE ENTER - FB70
(No Sales Tax)

Transaction FB70 is used to create a
customer invoice.

The following example is entering a
customer invoice containing only one line
item and no applicable sales tax.

AASIS Support Center
Revised September, 2005 2-13
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Document  Edit Goto  Exras

Settings

a0 eEe D A OTmoan EE @ m

Environment Systerm  Help

Customer invoice Enter

s Treean Park &% Haold...

Press enter or click the

Transactn Invoice

Basic data | Payment | Details | Tax | MNotes |

Custormer 998061005
Invoice date 03/06/2003
Posting date H3/OE/ 2003
Reference

Cross-Co no.

Armount 150 00|
Tax amount

Text

Campany code ARK State of Arkansas Little Rock

P simuate | 55 | Details tab. ) BB
o =
Bal. 0.00 oro L=

Enter Customer account number,
invoice date*, and amount of invoice
on the Basic data tab. Posting date
will default to today’s date.

|Doc.currency amount |Cost center |Fund Assignment no. Text |ﬁ|

Items (Mo entry variant selected)
|St... GiL acct Short text Cic

-H Cree [

(41 1f

b | FB70 MH | sapgas | OWR

AASIS Support Center
Revised September, 2005

2-14

Enter the Customer number. If necessary, select possible entries
icon and do a match code search to locate customer.

Enter the Invoice date. The invoice date and posting date will
normally be the same, however, the invoice date can be changed to
reflect a specific aging date if different from the posting date.

Enter the Amount. The amount will be the total amount to be billed

on this invoice.

Press enter or click on the Details tab.
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Systerm  Help

Document Edit Goto  Extras Enviranment

A0 @@ D A OTmoan EE @ m

Customer invoice Enter

Settings

&2 Treeon Park &% Hold.. [# Simulate &% Change leading company code.. | g2 Editing options

14101

Transactn Invaice l
Bal. 150.00 200
Basic data k Fayment " Details k Tax k Motes |
| Customer |
P : P 4 I T : - 1
HeadText Details tab and Customer data will be displayed -
Bus. area 8518. .
a Enter your Business area
ef.key 1
Refkey 2 Select the Payment tab.
RefkKey 3 =
Flg level FPlan. day | ‘_|
Dunn.area Default dunnin & Dunn.key Dunn.block | Qls |
Bank acct
Mot available

Items (Mo entry variant selected) 4{
GIL acct Short text D Daoc.currency amount |Cost center |Fund Assignment no. Text ﬁ' |
| Cred. [~
11 Cred._% FH E2
F@ Account assignment not completed for all reguired fields (BAY [ [FEII-'D sapgas | OVR
AASIS Support Center 2.15

Revised September, 2005

Enter: Business Area
Information may be entered in in the Ref key 1, 2, or 3 fields, if
desired.

IMPORTANT: Never enter information in the Assign. field. When
the invoice is posted, the document number is system generated and
will be automatically assigned as the assignment number.

Click on the Payment tab.
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Document  Edit Goto  Exras

Settings

a0 eEe D A OTmoan EE @ m

Environment Systerm  Help

ARIP — Accounts Receivable Invoice Processing

Customer invoice Enter

P simulate

4% Change leading comparny code. .

&7 Editing options

s Treean Park &% Haold...
Transactn Invoice

Basic data
Bline date Q30672003
0T CHH
Disc.haze

Amtto be calculated

Frmnt meth. Frmnt meth.sup.
I ref.
Part. bank
Reason cde | £

Z

g Fayment k Details k Tax k Motes |

Pt terms  NT30 ) 30 Days
Days

Days net
Frmnt block Free for payment &

House bank
Fayment ref.

Bal. 150. 80

[T10]

Customer

Enter a Reason code or
select the drop down.

Address

Gth Street
LITTLE ROCK 72201
LISA

Dept. of Camputer Systems

|FH

Bank acct
Mot available

Assignment no.

[aii]

Text

Items (Mo entry vari
[Eflst..|GiL acct S

Cred..%_l
Cred.

(41 1f

r

[ .

> | FB7O sapgas  OWR

AASIS Support Center
Revised September, 2005

2-16

The Bline (baseline) date will default from the Invoice date and is the
date used to calculate when the amount is due from the customer
based on the Payment terms. This can be overridden if necessary.

Pmnt (payment) terms will default to NT30 from the customer master
record but may be changed.

Enter a Reason code or select the drop down.
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Document  Edit Goto  Exras
B @ SH0E atan BEE @

Customer invoice Enter

Settings  Environment Systerm Help

&2 Treeon Park &% Hold.. % Simulate | £3% Change leading company code.. | g2 Editing options

Transactn Invoice Fid| %
Bal. 150 .80 @00 —
Basic data Fayment k Details |( Tax |( Motes |
‘eason Code for Payments (1) 103 Entries found
Bline date  ©3/06/2003 Restictions |
Discount — i ar Systems
Disc.h
AL =R EEY
Amtto be calculated Company code: ARK 2201
Frmnt meth. Frmnt meth.sup. =
r——— RCd “[Short text . |
Fart hank 001 |Acccounts Receivable [=]
002 Copies IE‘ :I
003 Lease Agreements F|
Recom ole | 004  Miscellaneous
. Highlight and double click
D06 Salary Overpayments Se|ect|on_ I —
007 Vendor Overpayments |_|
lterns (Mo entry variant selected) lonn e R Sales O
[Elst.|siiacet  [shorttest  [Didlgss  Prnton acct <[t Text [l
|| Cr nd] —
| Cre 103 Entries found H [~

| > | FB7O sapgas | OVR

AASIS Support Center
Revised September, 2005 2-17

From the drop down menu, highlight and double click the code
chosen to use.

The reason code signifies a receivable type and is entered for
reporting purposes. Reason codes allow you to categorize your
receivables by types for reporting in more and/or different detail than
just the GL revenue account.
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Document  Edit  GSoto

s Enyironment Systern  Help

B @@ SN anoasn HEE @m
Enter Customer Invoice: Company Code ARK

&% Tree on Company Code | &% Hold | [B% Simulate Park &2 Editing options

Transactn Invoice ]
Bal. 156 .08 @00
Basic data Payrment i Details i Tax i Motes
Custamer
Bline date B5/19/2004 Pmntterms NT30 30 Days Address
Discount Days 1874 COURTHOUSE
Disc base Days net WASHINGTOMN AR 71862
Amtto be calculated
Pt Method Frant Meth Sup Frmnt block
Irv.ref.
Part. hank House bank
Fayment Ref.
Reason cde 081
0 lterye { Mo entry variant selected ) \4 v
Si... |Gl acct Shart text [mlyes Amountin doc.curr.  |Costcenter Busi..|Fund Tax code OCrder W\I
=) Cred. @ ]
Cred.. @
Crad =

Enter G/L acct, Doc. currency amount, Cost center, and
WBS element or internal order, if applicable. Press enter.

[ [ | LSWHITAKER sapeqs OVR o

iR start |J o & © = ”|J [Sinbos ... | @alertm... | gl 52p Lo... |[qpEnter €., Byrrr_a.. | [Elmiroso...| @reapla.. | acirep... | [ @Dl led 12510

L] I

AASIS Support Center
Revised September, 2005 2-18

Enter the revenue GL account. Revenue accounts begin with a 4. The first 3 digits
of the G/L account determine the type of revenue. G/L accounts can contain similar
descriptions but will determine different revenue types. The following are examples
of the differences in “miscellaneous revenues”.

Miscellaneous 4027002000 Special Revenues -
Miscellaneous Fees 4031090000 1% % or 3% fees apply
Miscellaneous Income 4037001000

Misc Non Taxable Rcpts 4047018000 Deposit directly into
Miscellaneous Revenue 4047099000 agency fund

NOTE: G/L accounts that begin with 6 will be used for other financing sources; e.g.,
Refunds to Expenditure, Inter-, Intra- Agency transfers.
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Enter Customer Invoice: Company Code ARK

Bline date 08/26/2005
Discount
Disc.base
Amt to be calculated
Pt Method FPrnt Meth.Sup Pmnt block
Inv.ref.
Part. bank House bank

Payment Ref.

Pmntterms NT30 30 Days
Days
Days net

|ﬂ Tree on | Company Code ||% Hald |ﬁ Simulate |

Free for payment &

LITTLE ROCK AR 72201
USA

DFA - INTERGOVERNMENTAL SER..
1518 W, 7th STREET, ROOM 400

Reason cde 001 [=)

Check fund and business area to ensure
correct accounting information was derived.

(Cost center[Busi...|

@831

ne10

(i)

HSCE101

AASIS Support Center
Revised September, 2005

Press the enter key for the business area and fund to be derived
from the cost center. Check the information derived to ensure it is

the correct fund.
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0400 EE @0
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Enter Customer Invoice: Company Code ARK

|;ﬂ Tres on ||@ Company Code ||% Haold ||§ Simulate ‘|f Editing options |

Payment

Eline date 08/26/2008

Discount
Disc.base
Amt to be calculated
Pt Method Prnt Meth.Sup. Prmnt block
Inv.ref
Part. bank House bank

Payment Ref

Pmntterms NT30 30 Days
Days
Days net

Free for payment &

LITTLE ROCK AR 72201

DFA - INTERGOVERNMENTAL SER
1515 W, 7th STREET, ROONM 400

Reason cie 081

Double-click anywhere on the G/L line
to enter text to be printed on invoice.

383211

Fund Tax code

AE10 HSCE1A1 4

AASIS Support Center
Revised September, 2005

To enter text to be printed in the body of the customer invoice,
double click anywhere on the GL line.
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S R N 2 N

Correct G/ account item

_494?999988

Iltern 2 f Credit entry 50

Amount feo.oa
Cost center 283211
Fund HSCE101

WHS element

Trading part.BA
Assignment
Text

LISD

] cCalculate tax
[] wWio cash disc.
Business area
Order

TP Fund

ag10

[ | FB70 2| sapgas

AASIS Support Center
Revised September, 2005

Click on the Long text button.
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= - e B N g N e NG N L

Correct G/L account jtem

Fal TaArment
Text

AASIS Support Center
Revised September, 2005 2-22

Click on the Editor icon.
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Edit

Text

Change N

Goto

Formmat  Insert
LUser cliphoard

Header

System

Combo box =-= Fushbuttons

ARIP — Accounts Receivable Invoice Processing

Help

ISEEB B o n BE @ mE

agje EN

G| R E
Par.formats

a—

Change editor
Configure editor

Print program

Back

F32

ats||§f%”@|§|”ﬂ*@

maks H Character string. highlighted =

AN

Click Goto on the Menu bar and select Change editor.

e

I | FB7O sapgas | OVR

AASIS Support Center
Revised September, 2005

2-23

Go to the Menu bar and select Go to > Change Editor.
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Z|  ala ) &erew B Continue to click to return
Change Notes: ARK 2003002 L anguage EN to original screen.
EHInsert”Line||F0rmat||Page|

This s an example Tor entering a customer inwvoiod
classroom instruction. Please note that P..".SI/‘E/does
not word wrap, therefore, do not go past 5... .+ when

entering text here. You must also press enter
before you get to 5.. ..+ to go to the next 1'ine.|

Type in text you wish to appear on the invoice —
read text above.

DO NOT TYPE PAST THE 5 + MARK.
TEXT WILL NOT WRAP.

AASIS Support Center
Revised September, 2005 2-24

The screen will display with a ruler across the top. Do not type past
the 5.....+ mark as the text typed to the end of an individual line will
not wrap on the printed invoice.

Include as much detail as desired in the text.

Click the back green arrow when finished. The text will be saved.
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nent  Edit 0 in f ent

b @@ S HE Ehoa0 BRI @

Customer invoice Enter

&2 Treeon Park &% Hold.. [ Simul\ﬂ Change leading company code... &2 Editing options

Transactn  Invoice Z \
: : (555e

Bal o]
Basicoata ~ Payment || Click to view before posting. \

[T10]

Customer A
Bline date [O3/E6/2003 Prmntterms MNT30 320 Days Address Bal IS Zero.
Discount Days Dept. of Camputer Systems
Disc.bhase Days net Gth Street
Amtto be calculated LITTLE ROCk 72201
Frnnt meth. Frnnt meth.sup. Frnnt block Free for payment & LISA,
I ref,
Part. bank House bank
Fayrremnt ref. | Ols |
Reason cde 001 Bank acct
Mot available

Items (Mo entry variant selected)

St...|GIL acct Short text Dic |Doc.currency amount |Bu... |[Order WWBS element Fhd .. Funﬁ'
| o 1047099000 [@he Reven_._Cred..%_l 150.00 [510 274 H [~
I | Cred.. i

| > | FB7O sapgas | INS

AASIS Support Center
Revised September, 2005 2-25

When line item entries are completed the Bal. field should indicate
zero. This means the debits and credits for this document are equal.

The document can be simulated if desired.
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Document overviews Edit Goto  Settings

ysterm  Help

& || B IOk @® SHE DDon HE @&

ARIP — Accounts Receivable Invoice Processing

Document Ovensdew
I = Reset Taxes Park Complete

Click to post.

e [ save = T [EZ E E aBc

Doc.type : DR { Customer invoice ) Normal document

[T10]

Doc. number Company code ARK Fiscal year 2003

Doc. date A3/06/2003 Posting date 03/06/2003 Period ag

Doc.currency UsD

Itm|PK| Account Sccount short text BA Fund Amount [Cost ctr| Text
101998861005 |Dept. of Computer S| OG10 160 .08 fgency Accounts Receiwable
2|50| 4047099000 |Misc Revenue O610 (HSCE101 150.08- 383211

[l

A1l

I[«]lr]

> | FB7O sapgas | INS

AASIS Support Center
Revised September, 2005

2-26

The document simulation displays the header information, customer
line and GL line(s) to be posted.

To post the customer invoice, click on the post icon.

Note — Customer invoices can be posted or may be parked.
Documents that are parked cannot be posted by the same user due

to security.
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O At an | EE o
Customer invoice Enter

E% Tree on | Fark ||§ Hald... ||§ Simulate ||{2 ChangeNgading company code... ||# Editing options |

Basic data

- FPayment | Details

Customer | Sp.GIL
Invoice date

Fosting date O3/06/ 2003
Reference

Cross-CC no.

Armaount

Tax amount

Text

Coampany code ARk State of Arkansgh Little Rock

Document is posted. Another
invoice may be entered or click
cancel to leave transaction.

Iterms (Mo entry wariant

St |Gl acct | St test

—

|Doc.currency amount |Cost center |Fund Assignment no. Text

( Cred.
Cred.

(& Document 18001131 was posted in company code ARK

AASIS Support Center
Revised September, 2005

The posted or parked document number will display at the bottom of

the screen.

The transaction is ready to begin a new customer invoice.
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CUSTOMER INVOICE ENTER - FB70
(with Sales Tax)

Transaction FB70 is used to enter a customer
invoice.

The following example is entering a customer
Invoice containing one line item and
applicable sales tax.

AASIS Support Center
Revised September, 2005 2-28
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Customer invoice Enter
Eidn Tree an | FPark |@ Hald... Hﬁ Simulate ||ﬂ Change leading company code... ||§ Editing Dptionsl

. Detailsz |

Basic data

Customer Sp.GJ’L

Invoice date
FPosting date QaAMTiIZo03

Reference

- Payment

Cross-Co no.

Amount usp [ Calculate tax
Tax amount g
Teaxt

Company code ARK State of Arkansas Little Rock

terns (Mo entry variant selected)

5t |GIL acct Short text Duc Doc.currency amount |Cost center [Fund Assignment no.
Cred.
Cred..
[ |FBTO
AASIS Support Center
2-29

Revised September, 2005

Before entering a customer invoice with sales tax, the above steps
must be completed. These steps will be done once and saved.
These settings will only affect the transactions that are tax applicable
with tax calculated on the sales amount.

From transaction FB70, select the Editing Options button.
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Options  Edit  Got

& 3a B @@ = SN aa EE @R

Accounting Editing Options\

Document entry |

Check boxes, then save.

[] Mo fareign currency Default document currency
[] Amountfields only for docurment currency @ Local currency
[[] Exchange rate fram first line itern 1 Lastdocument currency used
[] Mo special GiL transactions 0 Mone
[] Documents not crass-company code
[ Documents must be cormplete for parking
[] Mo pariner husiness area in head.screen
Calculate taxes an net amount —— CheCk “CaICUIate taxes
[] Do Mot Copy Tax Code on net amount”
[] Copy text for GfL account entry
[ Fastentryvia POR number ] ¥with cantral display
[] Do notupdate control totals
Check “Propose final
amount”
Special aptions for slnglyscre n fransactions

] Hide transaction I Doc type option Document type hidde &

Propose final amount [] Document date equals psta date

(| i [] complex search for vendar

El [] Propose lasttax code

[] Pasting in special periods possible [] Taxcode: Only display shart tesxt
@ Personal customizing for docurment display does not exist for user DCBOLANOS ' ‘ FBOO sapgas  OWR

AASIS Support Center
Revised September, 2005 2-30

Check the “Calculate taxes on net amount” AND “Propose final
amount” boxes.

This process is only completed the first time you enter an invoice
with taxes.

Check the boxes “Calculate taxes on net amount” and “Propose final
amount”.

NOTE EXCEPTION: If the agency sales price includes tax DO NOT
check the “Calculate taxes on net amount” box.
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Accounting Editing Options

An AASIS Training Guide

Document entry

Mo foreign currency

Armount fields anly for docurment currency
Exchange rate from first line iterm

Mo special GiL transactions

Documents not cross-campany code
Documments must be carnplete far parking
Mo partiner business area in head.screen
Calculate taxes on net amaunt

Do Mot Copy Tax Code

Copy text for GIL account entry

Fast entry via POR number

Do not update control totals

5 SIS N = = S 3 s e 3 N N g P WL

Click to return to previous screen.

ARIP — Accounts Receivable Invoice Processing

g

Default document currency
@ Local currency
) Lastdocument currency used
) Mone

] ¥with cantral display

Special aptions for single screen transactions

Hide transaction
Propose final amount
DAz indicator as +i- sign
Display periods

Doc type option
[] Document date equals psta date
[] complex search for vendar

[ Pronnse lacttaycode

<]

OooED

Posting in special periods possiblel

Message will appear.

@ The options were entered in the user master record

[+ | FBOD 2| | sapgas

AASIS Support Center
Revised September, 2005
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Document  Edit Goto Estras Seftings Enwironment  Systermn Help

& 20 eEe LR anan BE @
Enter Customer Invoice: Company Code ARK

&5 Treeon Campany Code | | &% Haold | P38 Simulate Park || &7 Editing options

Transactn Invoice ]
Bal. o] PG
Basic data k Fayment k Cietails k Tax k Motes
Customer
Custorner 600000056 Seoil Enter customer number
Invoice date 039/28/2004 Reference . .
_ and invoice date.
Fosting Date na/28/ 2004
Dacument tepe Customerinvoice g Check the Calculate tax
Crogs-CC no. box.
Armount USD [vicalcuiate tax__ | Press enter or click
=] Details tab.
Text DO NOT ENTER
Baseline date AMOUNT
Company Code AR Etate of Arkansas Little Rock TIOT AV THTITE
Lot Mo.
ReA\ﬁsS;S Ssgt‘;ﬁtbiﬁ”ztgés 2-32

Enter:
e Customer Number

Invoice Date

Leave amount field blank
Check the Calculate Tax Box
Click on the Details Tab
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Diocument

Edit Goto Egxfrs Environment Swsterm  Help

al a .|0®&|Q[ﬁ[ﬁ|@@ﬁ@|.@l@
Customer invoice Enter

ar Tree on Park | &% Hold.. [% Simulate &3 Change leading company code.. g2 Editing options

Transactn Invoice | =
2. Click on Payment Tab | eec =
Basicdata | Payment  Details | Tax | MNotes |
Custorner
Assign. GIL account 1130881000 Address
HeadText Anything Goes Restaurant
Bus. area pE1a Trpart.BA 2222 Mardi Gras Street
Refkey 1 Creditirea LITTLE ROCK AR 72202
Refkey 2 LISA,
Refkey 3 T 501 664-5268 k=
Flg level Flan. day
Dunn.area Default dunnin & Dunn.key Dunn.block | Qls |
Bank acct
. Mot available
1. Enter Business area.
terns (Mo entry variant selected)
=St |Gl acct Short text [nlies Doc.currency amount |(Cost center |Fund Assignment no. Text ﬁ |
Cred. =
Cred. H i

| > | FB70 sapgas | OWR

AASIS Support Center
Revised September, 2005 2-33

Enter Business Area
Click on the Payment Tab




Document  Edit Goto  Extras

gla @ @@ SHE anoan BE @

An AASIS Training Guide

Settings  Environment

Systern  Help

ARIP — Accounts Receivable Invoice Processing

Enter Customer Invoice: Company Code ARK

an Treeon Company Code || & Hold | B3 Simulate Patk | 7 Editing optiohs

Trangactn Invoice

g

Bal. @©.00
Basic data Payment k Dietails k Tax k Motes |
Customer
Bline date 0972872004 Prntterms  NT238 30 Days Address
Discount Days ABC'S CHILD CARE
Disc.hase Days het PO Box 335
Amtto be calculated ROYAL AR 71968
Prmit Method Prant Meth. Sup. Prrnt block Free for payment &l USA
I ref,
Part. bank House bank
Payment Ref. 0ls
Reason cde 021 Bank Acct.
Mot available
Enter Reason code.
1 lterns { Mo entry variant selected )
A5t |G acct Short text DI Amount in doc.curr.  |Costcenter |Busi..|Fund Tax code |Order Wﬁ
o7 4048005008 [Equipment . [Cred.. & 100,00 383211 L6168 [HSCE1E1 51 =)
Crod

Enter G/L acct, amount, Cost Center and Tax Code.

AASIS Support Center

Revised September,

2005

Enter Reason Code (if applicable)

Enter the following fields on G/L line items: (Note: G/L line items can
be entered from any tab.)

Amount

Cost Center

G/L Account number

for correct fund derivation.

Press the enter key. Check the fund and business
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Document  Edit Goto  Extras  Settings  Environment  Systern Help

(7] i ea@ SHE Ohon BE @

Enter Customer Invoice: Company Code ARK

&5 Treeon Company Code | &% Hold | P& Simulate Park || &2 Editing options

Trangactn  Invoice ]

Bal. ©.00 (o 0e)
Basic data Payment k Details k Tax k Motes |

Customer

Bline date 09/28/2004 Prantterms  NT30 30 Days Address

Discount Diays ABC'S CHILD CARE

Disc.hase Days net FO Box 335

Amtto be calculated ROYALAR T1968

Pmt Method Prmnt Meth.Sup. Prmnt block Free for payment & UsSA

Irw. ref.

Part. bank House hank

Payment Ref, Qls

Reason cde 001 Bank Acct.

Mat available
1 Items { Mo entry variant selected ) _
=5t |GIL acct Shorttest  |DVC Arnountin doc.curr. | Costcenter |Busi.. |Fund Tay code OrH“e( WE
o [4048005000 [Equipment .[Cred.. @ 100,00 (383211 0610 [HSCET Q1 51 £ )
Cred. &
Cred. B H
AASIS Support Center
Revised September, 2005 2-35

* Enter Tax Code
A/R Tax Codes:
S0 — A/R Sales Tax Exempt
S1 - A/R Standard Sales Tax Rate
SX — A/R Sales Tax-No Max tax
(used to record summary sales that exceed $2500)

Note: Tax Codes B1, C1, L1 and R1 are exception tax rates to be used
only by Parks and Tourism at this time.
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Document  Edit Goto  E Settings  Environment  Systerm Help

& 0@ @@ SR onoan DR 2m g

Customer invoice Enter

&% Tree on Park &% Hold.. [# Simulateg & § Change leading company code.. | g2 Editing options

Transactn Invoice ] \
Bal.

g.a0 00
Basicdata | Payment | Details | Tax | Motes | Click to simulate. \
Br

[T

Balance will be
Custormer BBBBBBBES Sp.G.I’L Address
Invoice date b3 72003 Arvthing Goes Rests Zero.
Posting date b3 72003 2222 Mardi Gras Street
Reference LITTLE ROCK AR 72202
Cross-CC no. LsA
Armount 106,63 usD [ Calculate tax T a01 GRE4-5268
Favmtterms 30 Days net
Baseline date 0317726003 | Qls |
Company code ARK State of Arkansas Little Roc Bank acct

Mot available

The gross amount of the invoice (including tax) will be displayed. I

lterns (Mo entry variant selected)

=5t |GiL acct Short text D |D0c.currency amount |Cost center |Fund Assignment no. Text ﬁl ] |
o 4043005000 |Equiprment ..[Cred. 100.00 (383211 HSCE1E1 H [«
| Cred. [

| [> | FB7O sapgas | OWR

AASIS Support Center
Revised September, 2005 2-36

Click on the Basic Data Tab.
The Gross Amount of the invoice (including tax) will be displayed.

Click on the Simulate button to see and review the document
postings.
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Document ove

B 0H e SHE boLon BE @
Document Overview
& ) Reset |[Fl Taxes Park Complete | B & T [ [ choose [@ save J T & ABC

\ =
Doc.type : DR { Customer invoice ) NofNpal document il
Doc. number Company code BRK Fiscal wyear 2003
Doc. date 372003 Posting\date L3 TF 2003 Feriod o4
Doc.currency ush
Itm|PK|Account Account short text B& F\d Amount |Cost ctr| Text
1(01|6o0BABE5E |Anything Goes Resta™| 0610 106 .63 fgency Accounts Receiwable
2|50( 404830050008 |Equipment Rent Q610 | HSCENI1 108 . BE-| 383211
3|50| 21200020008 |5ales Tax AP 5.13-
4|50| 21200020008 |5ales Tax AP 1.00-
5|50] 2120002000 |Sales Tax AP \ B.50-
Review then post.
=
[~
Al [+ ]
| b | Fe70 M| sapgas | OWR
AASIS Support Center
Revised September, 2005 2-37

Review the document postings and if all is correct, post the
document.
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SR I i I 2 W 2 N RN N T

Customer invoice Enter

Eidn Tree an | FPark |@ Hald... Hﬁ Simulate ||ﬂ Change leading company code... ||§ Editing options |

Custamer

Invoice date

FPosting date QaAMTiIZo03
Reference

Cross-Co no.

Amount usp [ Calculate tax
Tax amount g
Teaxt

Company code ARK State of Arkansas Little Rock

Posting will occur with document assignment.

/

terns (Mo entnﬁriant selected)
st |GiLacct/ [Short text DicC Dogurrencv amount |Cost c_enter Fund Assiﬁnmentno.

/ Cred.,

Cred..
@ Document 18001132 was posted in company code ARK [> | FBTO P=
AASIS Support Center

Revised September, 2005 2-38

The Customer Invoice document number will appear at the bottom of
the screen.
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ARIP — Accounts Receivable Invoice Processing

CUSTOMER CREDIT MEMO - FB75

This transaction is used to reduce the amount of

the original invoice.

AASIS Support Center
Revised September, 2005
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Document  Edit Goto  Extras  Seftings  Environment  Systern Help

& BdH @@ LHE OnDOAD EE @0

Enter Customer Credit Memo: Company Code ARK

&% Tree on Company Code | &% Hold | [ Simulate Fark || &2 Editing options

Transactn Credit memao o]
Bal. 50.08-
Basicdata | Payment | Details | Tax | Motes |
Customer
Custormer 993061005 } Sp.GIL Address
Document date 0943072004 Reference 18001131 DFA- Intergavernmental Services
Posting Date 09/30/2004 15148 Wiest 7th Street, Room 417
Document type Custarmer credit .. & LITTLE ROCK AR Y2201
Crogs-CC ho. UgA
L=l
Amount 50.00 } usD [ caleugte tax
Tax amount Enter Customer number, Document
T date,
Paymt terms Due immediately
Baceline date 0973042004 Amount and Reference number.
Company Code ARK State of Arkansas Little Rock PreSS enter or Clle
Lot Ma. H
Details tab.

0 ltems { Mo entry variant selected )

=5t |GIL acct Short text D Amountin doc.curr.  |Costcenter |Busi.. |Fund Tax code |Order Wﬁ
Debit &
Debit &
AASIS Support Center
Revised September, 2005 2-40

Enter:
e Customer number

Document date

Amount to be credited

Reference — The Invoice Document Reference number entered here
will appear in the header data on the Customer Credit Memo document.

Click on the Details tab

Note: you will have to enter Invoice Document number again on the
Payment Tab.



An AASIS Training Guide

ARIP — Accounts Receivable Invoice Processing

Bl H @& &R anaan EE)

Customer credit memo Enter

E Tree on | Fark | @ Hold... ||§ Simulate ||ﬁ Change leading company code... ||d Editing options |

Detail=s

1140001000

GIL account

Assign.
HeadText
Bus. area pe1@ Tr.partBA
Refkey 1 Credittrea
Refkey 2
Refley 3

Customer

Address

Dept. of Camputer Systems
Gth Street
LITTLE ROCK 72201
LISA

Flg lewvel

Payment tab.

ounnarea  perauiaunnin @ | ENtEr Business area then select

acct

ailable

lterns (Mo entry variant selected)

St |GIL acct Short text D |Dnc.currency amount |Cost center |Fund

—

Assighniment no.

Debit)

Debit]

D [FB75 [l | sapgas
S

AASIS Support Center
Revised September, 2005

2-41

Enter:
* Business Area
 Click on the Payments Tab.
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1=) g=  Environment Help
<) -|e@a|gm][aa|@@@@|mzl|@l

Customer credit memo Enter

Document  Edit  Goto System

=~ Treeon Park &% Hold.. [# Simulate | £3% Change leading company code.. | 2 Editing options

Transactn Credit memao =l %
Bal. BB . 0A- —
Basic data Fayment k Details k Tax k Motes
Customer
Bline date Q3f28/2003 Prmnt terms Days Address
Discount Days Dept. of Camputer Systems
Disc.base Days net Eth Street
Armtto be calculated LITTLE ROCK 72201
Frmnt meth. Frnnt meth.sup. Frnnt block Free for payment &l LISA
Irv. ref. 120681131
\ House bank
Reason cde BB1| === J
Enter the original invoice document number
and Reason code. Press enter.
lterns (Mo entry variant selected)
=St |GIL acct Short text D |Doc.currency armoaunt |Caost center |Fund Assighniment no. Text ﬁl ] |
Debit) [~
| Debit H =

| > | FBT7S sapgas | INS

AASIS Support Center

Revised September, 2005 2-42
Enter:

Reason Code — Enter the 3 digit code or select from drop down

menu.

Inv. Ref — Enter the Customer Invoice Document Number to be
credited.

Press Enter.
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B H e SHE anaa EE @ D
Customer credit memo Enter
E Tree on | Fark | @ Hold... ||§ Simulate ||ﬁ Change leading company code... ||d Editing options |

Credit memo &l

Basic data

Fayment Details Motes

Customer

Bline date 93."85."2883. Pmntterms MNT30 30 Days Address
Discount Days Dept. of Camputer Systems
Disc.base Days net Eth Street
Armtto be calculated LITTLE ROCK 72201
Frmnt meth. Frnnt meth.sup. Frnnt block Free for payment &l
Ity ref. 18081131 2003 1
House bank

Reason cde 001

Bank acct

available

Warning message will appear, press enter.

7
lterms (N/entnr variant selected)
St.. GILﬁcct Shart text [B]]e3 |Dnc.currency amaount |Cast center |Fund
J Debit
Debitl

(1) Data was copied D [FB75 [l | sapgas
S

Assighniment no.

AASIS Support Center
Revised September, 2005 2-43
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Document  Edit Goto  Exras

Settings  Environment Systerm Help

D@ B enOoan BRE @m

ARIP — Accounts Receivable Invoice Processing

Customer credit memo Enter

=~ Treeon Park &% Hold.. [# Simulate | £3% Change leading company code.. | 2 Editing options
Transactn Credit memao =l %
Bal. BB . 0A- —
Basic data Fayment k Details k Tax k Motes
Customer
Bline date Q3/O6/2003 Pmntterms NT30 30 Days Address
Discount Days Dept. of Camputer Systems
Disc.base Days net Eth Street
Armtto be calculated LITTLE ROCK 72201
Frmnt meth. Frnnt meth.sup. Frnnt block Free for payment &l LISA
I ref. 18001131 2003 1
House bank
Reason cde 001 | Qls |
Bank acct
Enter G/L acct, amount and Cost Center. Not available
Press enter, check fund and BA derived. —
lterns (Mo entry variant selected)
=St |GIL acct Short text D |Doc.currency armoaunt |Caost center |Fund Assighniment no. Text ﬁl ] |
4047099000 Debit 50.00|383211 =) [~
| Debit H =

> | FBT7S sapgas | INS

AASIS Support Center
Revised September, 2005

2-44

On the ltems lines enter:

* G/L account — Revenue account used on the original invoice

» Cost Center — Cost center used on the original invoice

« Hit the enter key

 Fund — Check the fund derived. Fund must be the same as was

used on the original invoice.

Note: You will have to Green Check thru the “Invoice Reference
Missing” warning. This is a reminder that the Invoice Reference
Number must be entered on the Payment Tab
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Edit

Document Goto Enviranment

D@ B enOoan BRE @m

Customer credit memo Enter

=1

=~ Treeon Park &% Hold.. [# Simulate | £3% Change leading company code.. | 2 Editing options

Bal. ©.00 (oo ) [~
Basic data = Payment k Details k Tax Motes | LT

Customer [

Bline date 0370642003 Fmnt terms T30 30 Days |Address

Discount o [ o pt. of Computer Systermns

Disc.hase Click to simulate posting. p strest

Amtto be calculated CIT TLE ROCK 72201
Frnnt meth. Frnnt meth.sup. Frnnt block Free for payment & LISA,
I ref. 180681131 2803 1
House bank

Reason cde 001 | Ols

Bank acct

Mot available

Items (Mo entry variant selected)

=St |GIL acct Shart text D |Doc.currency amount |Zost center |Fund Assignment no. Text Iﬁ_l [
¥ 14047099000 Misc Reven..|Debit 50.08 (383211 HSCE1T 81

=) Debit H —

Debit) = %

| > | FBT7S sapgas | INS

AASIS Support Center
Revised September, 2005 2-45

Click the Simulate Button to review the document before posting.

Again, you will have to Green Check thru the “Invoice Reference
Missing” reference.
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Help

a0 eae CHE OhLD EE @M

Document Overview
I = Reset Taxes Park Complete B & T & [ choose [@ save B TF A ZF ABC

Document overy

h = ]
Doc.type : DG [ Customer credit memo 3 Normal ReV|eW, CIICk tO park z
Doc. number Company code BRK Fiscal wear 2003
Doc. date Q372842003 Posting date 03/28/2003 Period ol=]
Doc.currency UsD
Itm|PK| Account Account short text BA Fund Amount [Cost ctr| Text
1111998061005 |Dept. of Computer S| 0610 50 0@- Agency Accounts Receiwvahble
2|40| 4047099000 |Misc Revenue O610 (HSCE161 50.00 | 383211
E2
10| |[[v]
| I [FB75 | sapaas [ INS
AASIS Support Center
2-46

Revised September, 2005

Review Document.
If all is correct, click the Park Icon.
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gl  1]10 C0e ik 8000 PR 06
Enter Customer Credit Memo: Company Code ARK

|ﬁiﬁ Tree on | Company Code ||& Hold ‘E Simulate “4 Editing options ‘

ARIP — Accounts Receivable Invoice Processing

[+ ][»]

Revised September, 2005

Credit mema g
Basic data
Customer @Sp GiL
Document date 09/12/2005 Reference
Posting Date 0941272005 Period 3
Documenttype  Customer credit m. @
Cross-CC no
Amount ] Calculate tax
Tax amount g
Text
Company Code  ARK State of Arkansas Little Rack
Lot [ ]
Document parked
w Fund Tig Eﬂﬂﬁ
Dt B
chit 8
Debit @
AASIS Support Center

Message will display the parked document number.

The parked document will have to be posted by another user.
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Post Parked Document: Initial Screen

. To view a single document
(customer invoice OR
customer credit memo), enter
the document number in the
Doc Number field

. Hit the enter key on the
keyboard

AASIS Support Center
Revised September, 2005 2-48

Transaction FBVO is used to post parked customer invoices AND parked
customer credit memos.

As previously stated, transaction FB75, Create Customer Credit Memos, is
restricted and only allows the user to PARK a credit memo. Transaction FB70,
Create Customer Invoice, is NOT restricted and allows a user to Park and/or
Post a customer invoice.

IMPORTANT NOTE: As part of the internal control security, a parked document
can not be posted by the user who created the original entry nor by the user who
made the last change to the document.

It is CRITICAL to remember that even though transaction FBVO allows a user to
review a parked customer document prior to posting, the reviewer should NOT
make changes or revisions to the customer document itself. The system will not
allow the reviewer to post a customer document that has been changed by the
reviewer using FBVO.

The following provides instructional information, with screen shots, for how to
complete the transaction FBVO.
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3.

If the document

L o is ready to post,
Document date  01/05/2005 Reference . “

FosngDate 01/05/2005 Period 7 click the “Green
Documenttype  Customer creditm §  DOCUmentNo 48008758 | »”
BRI o = [ Back Arrow” to
Teat:

return to the
e en initial Post

' Parked

= Document
TN scroen.

AASIS Support Center
Revised September, 2005 2-49

The parked customer document with the corresponding document number will
display for review and/or change. (Remember, if a change is made to parked
customer document, the user making the change from this transaction will NOT
be able to post it.)

Instead, notify the user who created the parked customer document to make the
necessary changes and then review it again before POSTING.
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HO o0 DR @0

4. Click the “Document List” button

Message will display the parked document number.
The parked document will have to be posted by another user.
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AASIS Support Center
Revised September, 2005

ARIP — Accounts Receivable Invoice Processing

5. Complete the following fields:

S E@8E888

6. Click the “Execute” button

Document Number — Optional, to
view a single customer
document or a specific range
of customer documents enter
the document number(s).

Fiscal Year — Enter the current
fiscal year

Posting Date — Optional, to view
parked customer documents
parked with a specific posting
date(s), enter the posting
date or posting date range.

Document Type — Enter DG for
Credit Memos; Enter DR for
Customer Invoices

Business Area — Enter the
business area information

2-51

Note: By entering only the fiscal year, document type and business area,
the document list will display all parked customer documents.
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ARIP — Accounts Receivable Invoice Processing

7. Click the “Green Check” button

! start B0

AASIS Support Center
Revised September, 2005

The message will display “User’s own documents will not be listed on FBVO.”
This is a system reminder of the internal security controls for parked customer

documents mentioned previously.
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Post Parked Documents: List

8. Click this box to select a - B .

parked customer document 9. Click this button to select all listed

ready for posting. parked customer documents ready
for posting.

i start Bo®

AASIS Support Center
Revised September, 2005 2-53

A list of parked customer documents displays.



' An AASIS Training Guide ARIP — Accounts Receivable Invoice Processing

Log Display

@ess
4] [ & [ 3] BRI R o
L O |

ol _
@ |ARH_| 16003758 | 2005 |D0cumant 15003756 was pOsted in company code AR

‘ _System Message

! start Bo e 2

B A V [~

AASIS Support Center
Revised September, 2005

A successful posting is noted by a green dot under the “Type” field and a system
message displays (system message illustrated below).

An unsuccessful posting is noted by a red dot under the “Type” field and the a

message displays with an explanation for why the document will not post (not
illustrated below)
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CUSTOMER INVOICE AND CREDIT MEMO
POST PARKED DOCUMENT - FBVO

Transaction FBVO is used to post parked customer invoices and credit memos.

Transaction FB75, Create Customer Credit Memo, is restricted to park and post
functionality. Transaction FB70, Create Customer Invoice is not restricted so it
may be parked or posted when executed.

IMPORTANT — As part of the internal control security, a parked document can
not be posted by the user who created the original entry NOR by the user who
made the last change to the document. Therefore, if the reviewer/poster
discovers an error, the correction should be made by the user who originally
parked the document. The reviewer can then go back and post the document.

The following provides instruction on transaction FBVO — Post Parked Document.

AASIS Support Center
Revised September, 2005 2-55
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ARIP — Accounts Receivable Invoice Processing

Transaction FBV0 — POST PARKED DOCUMENT

AASIS Support Center
Revised September, 2005

e

Enter Parked document number, if known.
Hit the enter key.
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=]

o T
1 S RS
Cusomercret m. B Documentho 1EBIZ75E
LN L1 Clcskaims fas

D Imemedhatedy

Lt e ++ ok OO0

AASIS Support Center
Revised September, 2005 2-57

The posted document will be displayed. Fields can be changed,
however, REMEMBER, a saved change blocks the user from the
ability to then POST the document. Notify the user that initially
parked the document of the corrections to be made. Then review
again.

If the document is ready to post, click the green back arrow to return
to the initial Post Parked Document screen.
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AASIS Support Center
Revised September, 2005 2-58

Click on the Document List button.
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3 5

Parked Documents

Enter as much search
criteria as possible

AASIS Support Center
Revised September, 2005 2-59

Complete the following fields:

Document Number — Optional
Fiscal Year — Current Fiscal Year

Posting Date — Optional, use to view customer documents parked
on a specific date or range of dates.

Document Type — DG for Customer Credit Memos, DR for Customer
Invoices

Business Area — Required
Click the Execute icon.

NOTE: Enter as much information as possible to restrict the document
list to those you need to review and post.
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Click Green Check

ARIP — Accounts Receivable Invoice Processing

.1 =]

AASIS Support Center
Revised September, 2005

2-60

A message box will display indicating “User’s own documents will not

be listed on FBVOQ”
* Click the green check
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fed Dociwrends: List
JEp A %FO

Select All Option

Click box to highlight line

AASIS Support Center
Revised September, 2005 2 -61

If a single document number was entered, only one document line
will be displayed. To post, highlight the line by clicking on the left
side box.

To select all documents displayed, click on the Select All icon.

Multiple single lines can be selected by clicking on the left side box
while holding the Ctrl key on the keyboard.

When the appropriate line items are highlighted, click on the
Save/Post disk icon.
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Posted Document Message

AASIS Support Center
Revised September, 2005 2-62

A successful posting is noted by a green dot under the “Type” field
and a system message displays the posted document number.

An unsuccessful posting is noted by a red dot under the “Type” field

and the message displays and explanation for why the document will
not post.
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CUSTOMER INVOICE AND CREDIT MEMO
PRINT PROGRAM - ZINVC

Transaction ZINVC is used to print customer
invoices and credit memos. The customer invoice
and credit memo can be previewed prior to
printing. ZINVC will print of a single invoice or
credit memo, select invoices and credit memos,
invoices and credit memos for a single customer,
select customers, a range of customers or all
customers.

Selection criteria for printing invoices may also be
determined by dates. Multiple copies may be
selected at the time of printing or the user may run
the same print job again if necessary.

AASIS Support Center
Revised September, 2005 2-63




' An AASIS Training Guide ARIP — Accounts Receivable Invoice Processing

| @ i@ e@e DHE anoa PR @F

Customer invoice and Credit memo Print Program

Company Code, User and Form Name will default.

Company Code ARE @
Accounting Clerk to If more than one user or a
User DCBOLANDS & e

different user posted

Business Area

Docurment Date to InVOICGS, the USGF name
Document Mumber to must be deleted

Customer Mumber to I

Frinter

Farrn Mame ZZ_FARINWCREDIT

[1 Print Preview

Invoice Frorm
Remmit To

[ | ZINve 2l | sapgas | OWR
S

AASIS Support Center
Revised September, 2005 2-64

If printing invoices or credit memos created by users other than
yourself, remove your name from the User field.




' An AASIS Training Guide ARIP — Accounts Receivable Invoice Processing

EBrogram Edit Goto  Systerm Help
& 20 0I&eE e 8 HE I ST asn BE @
Customer invoice and Credit memo Print Program
B < @ =
Enter your Business
e R Area and the network
ccounting Clerk to .
User DCBOLANDS prlnter where the
Business Area 8618 invoices will print.
Docurment Date to
Document Mumber to
Customer Mumber to
Frinter pmOhp
Farm Marne ZZ_FARINYCREDIT

Print Preview

Invaice Fram DEPARTMENT OF FIMNANCE & ADMINISTRATION
Remmit To DFA [=)

Enter in Invoice From and Remmit to field by selecting your agency
from the possible entries icon.

| b | zivve | sapnas | ovR

AASIS Support Center
Revised September, 2005 2-65

Enter selection parameters to print specific invoice(s)/credit(s) memos.

* Document date — Documents posted on a specific
date

» Document number — Limit to one specific document

» Customer number — Limit to one (or more) specific
customers

* Business Area — Required entry
* Press enter —The Invoice From and Remit to fields will open
» Select the appropriate addresses for the invoices

Note — Leaving all fields blank will print ALL open documents the user
has created.
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Company Code ARE

Accounting Clerk to E
User DCBOLANDS

Business Area 616

Crocument Drate to E
Document Mumber to E
Customer Mumber to E
Frinter mehp*

Farrn Mame ZZ_FARINWCREDIT

Fritt Preview

Check Print Preview if you wish to view invoices prior to printing.
If not, leave unchecked and invoice(s) will print upon execution.

Invoice Frorm
Remmit To

[ | ZINve 2l | sapgas | OWR
S

AASIS Support Center
Revised September, 2005 2 - 66

*
Enter an AASIS system printer in the Printer field. Using YPCC as

your default printer can cause formatting problems when the invoice
and/or credit memo prints.
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Edit Goto

2dH @@ SHE ahoan  HEE @0
Print Preview for PMOH Page 00006 of 00010

DEPARTMENT OF FINANCE &
ADMINISTRATION
D G The first document will be displayed.
PO Box 1234
1234 Capitol Avenue
Little Rock, AR 72203
(501) 682-1000/Fax (501) 682-1001
www@dfa.com.ar
INVOICE
18001138
Dept. of Computer Systems CUSTOMER: 99B80610045 B
Bth Street DATE: oar08/2003
LITTLE ROCK 72201 DUE DATE : 05/08/2003
us REFERENCE:
Agency Accounts Receivahl
DESCRIPTION AMOUNT
This is an example aof the information that will be $150.00
printed on the invoices. Remember before you get to
...+ to press return so that all of the inormation
will print on the invoice
Scroll down to see the >
H : [ Ziwe Pel | sapgas | VR
bottom of the invoice.
AASIS Support Center
Revised September, 2005 2-67

Print previewing is an optional step.
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g el Heae SHE DDLHN I FE @

Print Preview for PMOH Page 00006 of 00010

This is the bottom half of the invoice
and will be printed with the top half.

TOTAL AMOUNT $150.00

TO EMSURE PROPER CREDIT, RETURM A COPY OF THIS INVOICE WITH YOUR PAYMEMNT
INCLUDE THIS INVOICE NMUMBER OM YOQUR CHECK AND REMIT TO:
DFA
Little Rock
AR 72211
{501) 682-0095

AASIS Support Center
Revised September, 2005 2-68




ystem

' An AASIS Training Guide

Help

Print Preview for PMOH Page 00006 of 00010

2a H @@ S E ohoaon R @

ARIP — Accounts Receivable Invoice Processing

Mext page Page down

DEPARTMENT OF FINANCE &
ADMINISTRATION

Office of Accounting

PO Box 1234

1234 Capitol Avenue

Little Rock, AR 72203

{501) 682-1000/Fax {(501) 682-1001
www@dfa.com.ar

[F4lv]

\

To view the next invoice (document)
click the page icons on the technical
toolbar or press page up/page down

on your keyboard.

printed on the invo

will print on the

ices. Remember bhefore you get to

a + to press return =0 that all of the inormation

invaoice

INVOICE
18001128

Dept. of Computer Systems CUSTOMER: 9898061005

GBth Street DATE: 04s08/2003

LITTLE ROCK 72201 DUE DATE : 05/0272003

us REFERENCE:

Agency Accounts Receivahbl
DESCRIPTION AMOUNT
This is an example of the information that will he $150.00

anl

I> [zinve Pl sapgas | OvR

Revised September,

AASIS Support Center

, 2005

2-69

If the same INVOICE number appears when you select “next page”
your invoice will be PRINTED on two pages. Change the printer
selection to a network printer in your work area.

The INVOICE number should change to the next number in
sequence when you go to another page.
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Text Edit Goto

DEPARTMENT OF FINAN i i
BN S T RATION After review, click back to

Office of Accounting |n|t|a| screen.
PO Box 1234

1234 Capitol Avenue

Little Rock, AR 72203 —
(501) 682-1000/Fax (501) 6G82-1001
wwwigdfa.com.ar

INVOICE
180011389
Dept. of Emergency Planning CUSTOMER: 9983061003
7th Street DATE: 04/08/2003
LITTLE ROCK 72201 DUE DATE : 05/08/2003
W] REFERENCE:
Al [ (][]

| [ | ZINve sapgas | OWR

AASIS Support Center
Revised September, 2005 2-70

Click on the back green arrow to return to the initial selection screen
for printing.
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H | & @@ 3 EE T4 EE G D

Customer invoice and Credit memo Print Program

Company hde ARK
Accounting Cle
Llser DCEOLANOS
Business Area 610
Document Diate

Document Mumber

Customer Mumber

Uncheck Print Preview, then execute to print invoices.

Frinter
Farm Mame ZZ_FARINYCREDIT

{_| e Teview |

DEFPARTMENT OF FINANCE & ADMINISTRATION
DFA

Invoice Frorm
Remmit To

[ | ZINvC [*2] | sapnas | OWR
S

AASIS Support Center
Revised September, 2005

2-71

* Remove the check from the Print Preview box

» Click on the Execute icon
« Forms will be printed.
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CUSTOMER LINE ITEM DISPLAY - FBL5N

Transaction FBLSN is a report of customer line
items. Customer line items can be displayed by
individual customer(s) or by business area. The
report can be generated for open items, cleared
items or all items. The report can also be
generated for a specific posting date or range of
dates.

AASIS Support Center
Revised September, 2005 2-72

* Open items — Items that have not yet been cleared
The current date defaults as the proposed key
date. This can be changed to report open items as
of a specific date.

» Cleared items — Items that have been cleared by a payment or
credit memo.
The report can be generated for items cleared as of a specific
date or all documents cleared for a specific date range.

» All items — Open and cleared items
The report can be generated for all open items within a specific
date range. Selecting All items with no date range will generate
a report of all items posted to the customer(s) account.
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Prograrm  Edit Goto  Systern Help

50 0 A | FEE @

Click for dynamic selections.

Customer i'g Click for Multiple

B & & )2 B Selections

Customer selection / %
Custorner account 998061005 o E .
Company code ARK to

Selection using search help
Search help ID
Search string

complexsearch help Select the Line item selection radio
Line item selection button for what records you wish to
Staus view. Note: the Open at key date |
P 0410572003 will default to the current date for
Open items.

) Cleared iterns

Clearing date to

Open at key date

Prostinn date tn o

(1w ]f

[> | FBLEN sapgas | OVR

AASIS Support Center
Revised September, 2005 2-73

. Customer account — A single customer account or range of
customer accounts can be entered. Click on the multiple
selections icon to enter a list of customer numbers.

. Business Area — click on the Dynamic Selections icon.
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Program  Edit  Gota

& JEIeEa QiR ansa RE @m

Customer Line Item Display
162 E =1 Activate worklist | Data Sources

23] S~ Click Execute o ul.a E =
= (1 custamer master Currency 2
B industry Document type i
% g"ea?g En Pasting Key B
B G:Ei;keyy Business Area DE1D| =
B Account group AIMEin 1oc.cur. 2
B country Amount o
B central delivery black Paymernt method o m
[@ central deletion flag [+] o [=]
B rite = Dunning block E =
Custaomer selection
Customer account 998061005 to Scroll dOWn to
Caompany code ARK to E .
\ | the Business
Selection using search help Area fleld
Search help D .
Search sting Enter in your
Complex search help

Business area.

Line itern selection

Status
@ Open items
Open at key date [8/28/2005

O Cleared items

Clearing date to

Open at key date

CAllitems

AASIS Support Center
Revised September, 2005 2-74

* Scroll down in the Dynamic selections box to the
Business Area field.

» Enter your Business Area
« Click on the execute icon
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@

List Edit

Goto  Envi em  Help

Bla H e SHE Do EE @ m
Customer Line ltern Display
Il b e 2 FE oo e ) | TR e R EEL | [ choose | ([T save | | B (Bs B M | H

Status: B open & Parked @ Cleared =
Due date: E3 Overdue &y Due ¢k Not due il
Custaomer 9980610685
Comparny code BRK
Name Dept. of Computer Systems
City LITTLE ROCK L
St|hssignment Doc.no. Ty|Doc. date |S|DD Amt in loc.cur. |LCurr|Clrng doc. | Text
C B |18000437 180060437 DR[O/ 30/ 2002 125.08 |USD Gift certificates
L B |18000438 180060438 DR[| GO&6/31 /20082 23.08 |USD fgency Accounts Re
L B (18000442 18000442 DR|O&/E1 2002 23.00 |UsD
L B (18000430 180004390 DR|B6/E1 /2002 25.00 |USD
C B | 18000605 18008605 DR[| GO6/E1 /2002 39.13 |UsD
; B |18008733 18008733 DR A7 A3/ 2002 GE. Qe |USD fgency Accounts Re
L B |18000738 18008738 DR A7/ A3/ 2002 GE.OE |USD
L B (18008817 18000817 DR|G7/E8/ 2002 130.08 |USD INTER-AGENCY TRAINM
L B (18000308 180009688 DR| A7 /B5/ 2002 65.00 |USD
C B | 18008957 1809567 DR A7 7I2E02 88.29 |USD
C B |18001087 18001887 DR B8/ 26/ 2002 G10.68 |USD
C B|180m113 1880113 DR[| G4/01 /20083 15008 |USD Rent |
Al [+ ]
| [ | FBLSN P2l sapgas | ovR
AASIS Support Center
Revised September, 2005 2-75

Note the symbols at the top of the list to indicate the status of the
invoice.
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Environment Setti

B H o CHE ahOoaD BE @ m

Customer Line ltern Display

List

Edit

Goto

4 |2 Easad BalF | BB | R Echose @ s | |3 3| o
Status: B open & Parked @ Cleared =
Due date: E3 Overdue &y Due ¢k Not due A
Custaomer 9980610685
Comparny code BRK
Name Dept. of Computer Systems
City LITTLE ROCK |
St|hssignment Doc.no. Ty|Doc. date |S|DD Amt in loc.cur. |LCurr|Clrng doc. | Text
; B |18001135 180011358 DR|G4/02/2003 25,00 |USD Rent
L B |Manual clearing 18008579 DR|GA&/E2/ 2002 9. g8 |UsD
L B |USER ENTER ASGMMNT| 18000476 DR|O&/E1 2002 17.50 |USD [
R - | 1,542.92 |USD
E @ 14000014 140008814 DZ(aviazfzanz 121 .59- |USD 140008814
L @ [18000791 18000791 DR|G7 O3/ 2002 GO.00 |USD |14000014 DHS azine subsc
L @ (18000732 18000732 DR| @7 /E1 /2002 61.59 |USD |14000014
C @ 18000476 14000839 DZ(a9/25/2002 17.508- |USD 14000856 40480250
C @ 18000476 14008E656 DZ(B9/25/2002 17,58 |USD 14008856 4048025000
C @ | 18000687 1800B687T DR[| GO&6/31 /20082 5, 000,08 |USD 18000688 fgency Accoun
|[«][]

=i
[-]

[> | FBLSN sapgas | OWR

AASIS Support Center
Revised September, 2005

2-76

Scroll down to see the total of all outstanding balances and to view
the cleared invoices.
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List Edit

i

Goto  Envi em  Help

BOH @ SHE nLon BEE @ m
Customer Line ltern Display
P M| &7 ZEORE| Fa&F BB G chose @sae | B %A | O

Status: B open & Parked @ Cleared =
Due date: E Overdue ¢k Not due L
Fuetomer J— To display a specific document,
SOITERY GEeE ARK double click on the row or highlight | [~
Name Dept. of Computer Systems 1 1
Lo pepr. of to and click the glasses icon.
St|hssignment Doc.no. Ty|Doc. date |S|DD Amt in loc.cur. |LCurr|Clrng doc. | Text —

; B |18008733 18008733 DR A7 A3/ 2002 GE. Qe |USD fgency Accounts Re
L B |18000738 18008738 DR A7/ A3/ 2002 GE.OE |USD
L B 18000817 18008817 DR|G7 /A 2002 130.08 (USD INTER-AGENCY TRAIN
L B 18000908 18000308 DR|G7/AG/ 2002 G5.08 (USD
L B | 18008957 1809567 DR A7 7I2E02 88.29 |USD
;l B |18001087 18001887 DR B8/ 26/ 2002 G10.68 |USD
L B|18am113 1880113 DR|G4/01 /20083 B 150608 |USD Rent
L B|18001135 18061135 DR|G4/A2/2003 ] 25 08 (UsD Rent
L B [Manual clearing 1800A579 DR|GG/AZ{ 2002 99 .08 (USD
C B |USER ENTER ASGWMNT| 18000476 DR[| GO6/E1 /2002 oy | USD

R - | | 1,542.92 |USD |

(|| I[«1[+]

| [> | FBLSN sapgas | OWR

AASIS Support Center
Revised September, 2005 2-77
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] 000 aluH e DHE SOOL PR @
Dispiay Document: Line ftemm 0017

2=

_1 140001000

_1 8000476

Click on the Overview icon to display the
whole document

Line itern 1 f Invoice f 01
17 .50
50

Amount

Taxcode

Additional details

Bus. area ol=]e]c)

Cisc. base 17.50 Disc. amount @, 00 uso

Payt terms HNT30 Daysipercent 30 0008 % 0 g.pae % 0
Bline date Q601 /2002 Itvaice ref. ! F|

Frmnt block

Payment ref.

Dunn. block Dunning key
Last dunned 0] Dunning area
Assignment USER EMTER ASGH ...

[> | FBL&M [2|| sapgas | OVR
S

AASIS Support Center
Revised September, 2005 2-78
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Document  Edit  Goto

&

BldE @ae CHE DDOD EEFE @0

Document Overview - Display

G244 E T EE S @ S choose @ Swe | | T G E E Taxdata B[S

Doc.type : DR ( Customer inwoice ) MNormal document

Doc. Number 18199288 Company code ARK Fiscal year 2005 .

Doc. date 06292005 Posting date  BE/20/2085 Period 1z Document Header display
Ref.doc. 05180614

Doc.currency  USD
Itm|FK|Account Account short text |BusA|Cost Ctr |Fund Tx Amount | Text Clrng doc

1|01(926061005 |DFA - INTERGOVERNMEN|OD610 S0 196.00 |DFA Quick Copy Sales

2(50) 4048001000 5ale Copies Pubs 0610) 363241 MRCE100 |50 B4 60-| 04174 06/17/06 weekly report-t copela

3[50)| 4048001000 Sale Copies Pubs 0610) 383241 MRCE100 [SO 15.90- | 04208 06/17/05 1lebg memo-] lepper

4|50(4048001000| Sale Copies Pubs 0610(383241 MRCO100 |50 54.60- 04210 B6/17/05 weekly report-t copela

5[50 4048001000 5ale Copies Pubs 0610) 383241 MRCE100 |50 27 16- 04218 06/26/06 weekly report-t copela

8(50| 4048001000 Sale Copies Pubs 0E10) 383241 MRCE100 [SO0 40.74- 04233 06/28/056 weekly report-t copela

Document Line Item Detail
AASIS Support Center
Revised September, 2005 2-79

Click the green arrow back to return to the FBL5N list.
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List Edit Goto Environment

yetem  Help

ARIP — Accounts Receivable Invoice Processing

1[41+]

& ||| | selectan P DEG OO n FHE @D
Deselect all F&
Cusitd -
Setfilter Ctrl+Shift+F 2
4 4 poeteiter = | B | B B choose | [ save || 2| B |
Statys: Sort in ascending order Ctrl+Shift+F5 @ Cleared
Due date  Sortin descending order Ctrl+Shift+F 4 cE Not due
Customd LDisplay sum Shift+F ¥
Company  Subtotal... Ctrl+F1 Varlant Optlons
Name Eind Ctri+F s
iEy Cancel F12
S5t|hssignment Doc.no. Ty|Doc. date Do Amt in loc.cur. |LCurr|Clrng doc. | Text
; B[ 18000793 18060A733 DR|G7 /A3 2002 GO .68 (USD hgency Accounts Re
L B[ 18000798 1860608738 DR|G7/ A3/ 2002 GE.OE |USD
- B[ 18000817 1860608817 DR|G7 /A8 2002 130608 (USD INTER-AGENCY TRAIM
; B | 180003038 18000908 DRl A7 05 2002 G5 .00 |USD
- B[ 18000967 18008967 DRl G717 i2002 88.29 |USD
; B 18001087 18001087 DR| B2/ 26/ 2002 G10.600 |USD
L B 1200113 1860681131 DR|G4/01 /2003 B 150608 |USD Rent
L B 12001135 1860681135 DR|G4/02/2003 ] 25,00 |USD Rent
L B [Manual clearing 1860608579 DR|GE/B2/ 2002 9. g8 |UsD
- B |USER ENTER ASGMMNT| 18000476 DR|G6/A1 /2002 17.58 |USD
R - | 1,542.92 |USD
0l |[«1[v]

[411]

[ | FBLSN sapgas | OWR

AASIS Support Center
Revised September, 2005

2-80

There are several options for sorting and viewing within the list from
the Menu bar. Select Edit then the option you desire.

Also, different variants can be selected or you can create a custom

variant for the report and save it.
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E= O =i [ e
& || Display document shiteF2 (BB Y T A &Y = & -
= Change docurment Ctrl+Shift+F & -
Customer Ling
Mass change 3
4 € P Pl S Documenttets LR | M f choose [ save | | 3 B8 |
Status: @ o Check infarmation Ctrl+Shift+F7¥ Hearad ;
Due date: En Display balances ot due L
Customer Account analysis
Company code Clearing transactions | |
Account master data Ctrl+F10
ame
City Credit management 3
Correspondence 3
S5t|hssignmen Do Amt in loc.cur. |LCurr|Clrng doc. | Text
; B[ 18000793 18060A733 DR A7 /O3 2002 GE. OB |USD hgency Accounts Re_
L B[ 18000798 1860608738 DR A7/ A3/ 2002 GE.OE |USD
- B[ 18000817 1860608817 DR A7 /A8 2002 13008 |USD INTER-AGENCY TRAIM
; B | 180003038 18000908 DRl A7 05 2002 G5 .00 |USD
- B[ 18000967 18008967 DR A7 7I2E02 88.29 |USD
; B 18001087 18001087 DR| B2/ 26/ 2002 G10.600 |USD
L B 1200113 1860681131 DR|G4/01 /20083 (il 150608 |USD Rent
L B 12001135 1860681135 DR|G4/02/2003 5] 25,00 |USD Rent
L B [Manual clearing 1860608579 DR|GA&/E2/ 2002 9. g8 |UsD
- B |USER ENTER ASGMMNT| 18000476 DR[| GO6/E1 /2002 17.58 |USD
R - | 1,542.92 |USD
K10l |[«1[v]

| [ | FBLSM sapgas | OVR

AASIS Support Center
Revised September, 2005 2-81

Environment on the Menu bar also provides different ways to view
the list.
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List  Edit

Goto

Customer Line item Display

MA P M s B L@ TAN B R B &chose & sae | B % [ | @

Status: B open &y Parked [«
Due date: E3 Overdue & Due F
Custaomer 993061005
Company code ARE Aft = 0 th I t
| er viewing tne list,
ame Dept. of Computer Systems
click the yellow up
St |Assignment [Doc.no. Ty|Doc. date |5|DD arrOW to eXit
; B | 18081135 180681135 DR| Q47022003
L B |Manual clearing 18080579 DR| Q6 B2 2002 EENEN
L B |USER ENTER ASGNMNT(18000476 |DR|EO6/01/2002 17.508 |USD [
R - | 1,542.92 |USD
t @ | 140000814 140806814 DZ| A7 /B3 2002 121.59- |USD 140806814
L @ (18000791 18000791 |DR|OF/03/2002 G0.08 |USD (14000014 |DHS Magazine subsc
L @ (180008792 18000792 |DR|O7/01/26802 61.59 |USD (14000014
C @ | 18000476 14080039 DZ| 09/ 25/02002 17.50- |UsD 14000065 4048025080
C @ | 18000476 14000865 DZ| 09/ 25/02002 17.50 |UsSD 14080066 4048025080
C @ | 18000687 18080687 DR| Q6B 2002 5, 000.00 |USD 18000688 Agency Bocounts Ref
Al J[4][+]

[ | FBLSN P2 | sapgas | OVR

AASIS Support Center
Revised September, 2005 2-82
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PERIODIC ACCOUNT STATEMENTS - ZF27

Transaction ZF27 produces monthly account statements
for customers by business area.

Prior to processing monthly account statements, review
customer accounts using transaction FBL5N to determine if
manual clearing is needed on open items. Refer to
Transaction F-32 procedures to clear open payments
and/or credit memos against corresponding invoices.

Account Statements will list remaining open items and
customer transactions for the statement period.

Account Statements do not print the detail of the individual
customer invoice.

AASIS Support Center
Revised September, 2005 2-83
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e H e DEE 8000 FEE @0

Periodic Account Statements

General selections
company code ARK to
Account type 1) to
Account to
Business Area B350
Indicator in master record 2
Key dates for acct statement @40103
Accounting clerks to

Reqguestwwas
Invaice Fram
Remit To

Message to Custormer(s)
Message

Posting parameters
Correspondence Zo0e132
[ Individual request

Program control
Delete iffinished since a

Print control
Lo to printer asch @

press enter.

After data is entered,

ARIP — Accounts Receivable Invoice Processing

[ | ZF27 el | sapgas | OVR

AASIS Support Center
Revised September, 2005

Complete the following fields:

Company Code — ARK

Account Type — D (Customer)

Account — leave blank to pull all customers

Business Area — your business area

Indicator in Master Data — 2 (Monthly account statement)
Key dates for acct. statement — enter the statement date
Correspondence — 20013

Log to printer — enter your AASIS system printer

Press Enter
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G| 0 aaHe@@ OHE DOa0 EE @o

Periodic Account Statements

® o &0

General selections
Company code
Account type
Account
Business Area
Indicator in master record
Key dates for acct staterment
Accounting clerks

Reguestwwas
Invoice From
Remit Ta

Message to Customer(s)
Message

Posting parameters
Caorrespondence
[ Individual request

Program contral
Delete iffinished since

Print contral
Log to printer

ALRK
D

0356
2
04/01/20083

ARKAMSAS STATE BUILDIMNG SERVICES
Arkansas State Building Services

20013

asch

ta
to
ta

Select the possible entries icon
to complete the Invoice From and
Remit To fields

Execute

[» | ZF27 Pz sapgas  OVR

AASIS Support Center
Revised September, 2005

2-85

The Invoice From and Remit To fields will open for selection. Click
on the drop down to select the appropriate address to be printed on

the Account Statement.

Click the execute icon
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| slaHIee@ SHR Doog
SAP R/3

A pop-up will appear indicating the number of periodic
statements requested. Click the green check.

AASIS Support Center
Revised September, 2005 2 - 86

NOTE: The number of periodic account statements initially indicated
by the system is a system wide number. This is NOT how many
account statements will be selected for your business area.
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] =i BDoe® SN D000 HE @
SAP R/3

Pop-up will ask if you wish to issue the request.
Click Yes.

AASIS Support Center
Revised September, 2005 2-87
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List Edit Goto

Systern Help

2 a U e CHE Ohoo BEE @0

ARIP — Accounts Receivable Invoice Processing

Periodic Account Statements

Budget Prep copy of PRD

Periodic Account Statements
Little Rock

Log

Time B9:41:53 Date B4/11/208
EFKORKEE/DCEOLANDS Page

[elv]

El
1

Overview of generated output reguests

CoCd Correspondence Spool no.Title output pages

ARK  Customer Statment-Business Area 168,168 ZOE13  YPCC ARK

]

the spool request number and the number of output
be printed. Note the number of pages to be printed.

This log will appear to let you know that a spool request has been created,

pages to

Kl

I | zFz7 sapgas  OVR

AASIS Support Center
Revised September, 2005

2-88




Periodic Accol

Budget Prep copy o

Little Rock

Overview of genera)
CoCd Correspondenc

ARK  Customer Stat

User profile
Sermvices
Utilities
List
Woorkflow
Links
Private notes

An AASIS Training Guide ARIP — Accounts Receivable Invoice Processing

ROHE DDo0 BEE @ D

Owh spool regquests

O johs

Shortmessage

Status...
Log off

Periodic Account Statements Time B9:41:53 Date 04/11/2003 =
\ Log ZFKORKDR/DCEOLANDS Page 1 i
.
M.Tiﬂe output pages
108,16 Z@BE13  YPCC ARK 51

On the Menu bar, select System > Own spool requests
or type /INSP02 in the command box and press enter.

Kl

I | zFz7 sapgas  OVR

AASIS Support Center
Revised September, 2005 2 -89
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Edit

Goto

2 a U e CHE Ohoo BEE @0

Periodic Account Statements

Budget Prep copy of PRD Periodic Account Statements Time 09:41:53 Date 04/11/2003 =
Little Rock Log ZFKORKDR/DCEOLANDS Page 1 i
Overview of generated output reguests

CoCd Correspondence Spool no.Title output pages

ARK  Customer Statment-Business Area 168,168 ZOE13  YPCC ARK 51

A new session labeled “Output Controller: List of Spool Requests”
will appear on the task bar — click to open.

Kl

histare||| () @& <

[> | ZF27 Pel| sapgas | OVR

B B 2 eptD i B Flgd B o4z am

| Blinto...| i sap .| Gyacee..| Syacce...| [Elmir... | aperi. [ Pert.. @Cunt..‘l

AASIS Support Center
Revised September, 2005 2-90
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Spool request  Edit Goto LA

t=1 o sterm Help
H @ SHE ODon EE @
Output Controfler: List of Spool Reqguests

S 5a @ SlﬁaLG,%|H rnEadRE TS A
\

~— [~
Spool ho. |Date Tine Statusm!g% . . [=
3 18168 04/11/2003 |09 48| - 51 zamamﬂlwe C“Ck to view statements
C 18167| 04411 /2003 |09 20| - 1 |F14BER YPGC zA013 — N .
C 10166|04/11/2003|09:15 - 677 | 20013 YPLGC ARK before prlntlng (Optlonal)
C 18165|04/11/2003 (8911 - | 358 |ZzEE13 YPGC ARK
\5;3001 requests displayed

4irequests without output reguest

Check the box beside your spool
request to be printed.
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To preview the statements to be printed, click on the eyeglasses
icon. The selected invoices will display.

OR Check the box of the spool request to be printed.
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Text Edit Goio

term  Help
A H @ SHE ohan EE @M
Print Preview for YPCC Page 00R71 of 00010

\ Click to return to screen to print statements. =
ARKANSAS STATE BUILDING SERVICES
501 South Woodlane, Suite 600
Little Rock, AR 72201
Account
Statement
Billing Address Information
22nd Judicial DISTRICT Customer Number s00000010
102 South Main Statement Date 0471172003
Benton AR 720145 Our account with you
Acct Statement Period 04/01/2003 |
04/0152002
Document Mumhber Doc Document Arrears On Amount
Text/Reference Type Date 03/0552003
Account Activity from
04/01/2003 to 04/01/2003
Mo postings inthe account staterment period.
Open items on 04/01/2003
0012026771/296880 01 07f1s2002 217 500.00 —
0018036772/296880 a1 07/m1/2002 217 s00.00 =
@ Only page 1 to page 10 of 51 displayed 'L | SPO2 sapgas  OVR
AASIS Support Center
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Example of the account statement preview.

Open items will be displayed including document number, date, no.
of days in arrears and amount. An aging summary is also displayed
at the bottom of the statement.
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ol request

Edit

Output Controfler: List of Spool Requests

A& || @2 144

rE A TEREEEE A

Sl =t
nt directly  Ctrl+Shift+Fa|

Spool \ Date Time |Status|Pages|Title
[» 191& 0471172002 (0940 51 | ZoO13 ¥PCC ARK
C 1816/04/11/2003 (0920 1 |F140ER YPCC ZOB132 ARK
C 1B166(\4/11/20083(09:15 G677 |ZO@13 ¥PLG ARK
C 18165 /11720083 (0911 358 | ZOA13 YPCC ARK

4 Spool \quests displayed

4 Spool relyests without output request

Click to print.
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ol request

Edit

Output Controfler: List of Spool Requests

oo &l @2 4 pnEsa7 REEE R

[elv]

Spool no. |Date Time |Status |Pages|Title
! 18168| 04/11/2003|09:40 (Waiting 51 |ZB0132 ¥YPCC ARK
C 18167| 04/11/2003 (0920 - 1 |F140ER ¥PCC Z0O132 ARK
C 1B166| 04/11/20083(09:15 - 677 |Z0013 YPCC ARK
(m 1B165| 04411 /20083 (0911 - 368 |Z0013 YPCC ARK

4 Spool requests displayed

3 Spool requests without output request
1 Spool req. being proc.

bobo

A new session labeled “SAPLPD” will appear on the task bar.
Click to open if you wish to view the print log.
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Output Controfler: List of Spooi Requests

& A H Se SHR Onod BHE @E
owtput Controlier: List of Spool Requests
S0E g l=TE
r— & Protocol  Options  Debug  Language  Help —
[9:47:05 AM) Icon DLL loaded. = %

Spool no. ([9:47:05 AM)
—_ |[9:47:05 AM] Network Communication via SAP-NiLib
[¥] 1016!|[9:47:05 AM) Hostname: CS17492UD
L 1016 |(9:47:05 AM) IP Address: 170.94.250.122
L 131 g] [9:47:05 AM] TRACE: Sncinit]): Reading configuration from 'SAPLPD.INI'.
= [9:47:05 AM)] TRACE: Sncinit]): Reading configuration from "WIN.INI".
(9:47:05 AM)
ceo————————-. |[9:47:05 AM] SAPLPD Yersion 6.10B for Windows/NT [OPT] is listening
5 |[9:47:05 AM] OS-Info: version = 5.0, build = 0f2195, text = Service Pack 2
1 5/|[9:47:05 AM] Copyright ® 1992-2001 SAP AG
[9:47:05 AM)
[9:47:15 AM]
[9:47:15 AM) Receive job for printer _ DEFAULT [Berkeley LPD protocol f RFC1179)
[9:47:16 AM) Job 000MY0e1.QAS for user DCBOLANOS queued.
[9:47:17 AM E HP8150_105W
[9:47:27 AM] Print-job DD0OMYDe1.QAS, b1 pages finished.

[9:47:27 AMFERITETU-t =107 rr (-t sre—rre-by )

When the print job is completed, this session may be closed.

L a7
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@ Dutput requests created 70 [SF'EIZ s sapgas  OvR
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The SAPLPD box will display the message “Print job....is finished.
Close the SAPLPD box.




